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Select the Join tab.
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Select the Subscribe
button in the Vendors — Join
section.
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Terms and Ceaditions
Comm-PISS Basic Sbaceipeien Secvice (89 A Read the Terms and
3 Sscciter Mreesest azd Tecss of Use ‘ Conditions.
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Enter your Company
Information (Federal Tax
ID & DUNS Numbers are
not visible to the public).

Enter your Business
Information.

Enter your Geographical
Areas Covered

Enter your Financial
Information (none of the
information in this section is
publicly displayed, but it is
used to determine your
SBPP eligibility and to
obtain more accurate
analysis regarding
demographics and program
activity)

Commonwealth of
Massachusetts Small
Business Purchasing
Program (SBPP)
Requirements and
Agreement

Enter Your Contact
Information — This is the
information that will
automatically default to the
Business Directory listing
for your company or as the
contact information in any
online responses.

Select Next Step.
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[ﬂfﬂﬂl“ms e @ Business Directory

- ' Information - Be sure to
provide sufficient details
regarding the types of

e goods or services you
' provide.
REUREVRN REORBURNY
2% a0 T TS, R Select the appropriate
indicators for your business:
Addmon infarmaton
EPP Vendor — your
kot e business provides green
L e v wr— Anica f”en_dly products or
services.

Fresdiog, Businese (acds, Lastechesd,
Redia Secvices, Graghic Jesigaisg,
Balk Jate Radling Prompt Payment — your
i ol business provides a
discount to buyer if paid
within a designated time

frame.

Interested in Partnering

as a Prime/Sub bidder —

your business is interested

6 in partnering with another
Forcid b business

_ LT ¥ P T—— Business Directory —
o SRR TSN LV check the box to be added

Busisss Expetiencs Hamiin Business Experience
v Information —list
et Nt 1) Auioe Entapenes Conbct Vake | (X1 80100 references to demonstrate
tNine o Prty Coect Vo 10256 0000 past business relationships
st S ot 15 000 and contract values.
STESIPIREIN] Jugles i eteceices Minority & Women Owned
2 e Business can declare their
- Supplier Diversity Office
(SDO) certification status by
Koty § fnen Owosd Bssses selecting No or Yes. Select
Yes if your business is
Bsad o0 rach it the baspayes oot intfic fhom enter o,y company i ot SCBINA cortfied. 1 yom ool ths ifocmation s i el Contact interested in learning more
Contact SORNEA f oo d stabe uaes o (617) 736602 about the certification
o rgisend i SNEA DN : process for Minority &
st OMMBl wl uBs e sbman . o Women Owned
R Businesses.

T

Loy it vy Ok ek 1y i e elbemator st (0GB
Select the Next Step
button.

o 0 o

Operational Services Diwvision J T: 617-720-3300 / WWW.MASS.GOV/OSD




Page 5 of 9
Job Aid:

How to Subscribe to SmartBid
OPERATIONAL SERVICES DIVISION

Step Screenshot Directions

Select the Add Area of

Interest link — trigger

automatic email

w notifications to the address

‘ , ‘ } ’ provided on the Contact

O A SN AN A I U information page and the
sal ool sl Comm-PASS desktop.
7 24d Romave Arexs of ntecest Area(s) of Interest will also
indicate which section(s) of

uendbtna dignet, s S the Business Directory your

company’s listing will

appear. You must select at
s o bt Yiger e el veatons o e least one Category/

B M i e e O M. Subcategory to continue.

C
C
C
@
e
G

Select Next Step.

=
0°0°0°0>0>0>0
Selact 3 Cabkgany
[ JETE
) - Select a Category — helps

to match your business to a
good or service description.
You may have more than
one category; however, you
must select your
subcategories first and
return to the Add Area of
Interest link to select
additional interests.

Choose your category by
selecting the Checkbox icon
in the Select column.
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o L ingrna o Determine which best
O fewens o describe your good or
E N O service. After you have
1 LA B T O .
a - selected the Checkbox icon,
®] = 5 you can select Add at the
o ) bottom of the page.
(] wa o
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@ o - the right hand corner.
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Comm-~PASS

QUMK Quants

3
B
o

SOUCITATIONS | CONTRACTS | FORINS | BUSINESS DIRECTORY | JOIN | FED

STIMBLES | RESDURLE (ENTIR

- Qs

Cuack Tga

Directions

0°0°0°0°0:0° 0 Yoty g I
it g Ot Mibes ki P Cdm ;‘x’j;-";:“ You will notice that your
S Ovieie met et rostinAc e st Category and
Add Remove areas of interest :::;::r Subcategories are
T ot st S ee— aszargpite: displayed, as well as your
EPP indication. You may
10 P o PR 7Y iy edit at any time by selecting
; p——— the Trash Can icon to
S Lt B P delete and/or selecting the
ssonn Skt AN S g ) [ vosimben sl Add Another Area of
e e ' mbrti btz Interest link to add.

Select Next Step.

11

QUILE QUOTES | SOLICITATIONS | COMBRALYS | FORMIMS | DUSINESS OURICIONY | JO0N | 11D SYINBLOS | RESOURLE LENTER

Payment Walver Terms and Condtionn
CONFATILATIONS:

FEEWMVER LIMTATIONS

L0y ¥ ¢ wiinir DS
FEEWANER SEVOCATION: BVOD DESASUNG THIS FREE INAVER PERXO

(WU g o
DAMYPARTY v n
) THE SEEP ADMINES TRATOR rapnds your 55
PEYMENT WAY BE RECURED T0 RE-ENARLE TS

[N P—

FACCERT T TERSES OF DS FEE WIANVER, ITS LIBRTATIONS 50D FEVOCATION COMDETY NS,

30003 0 Yoot Wi 0035 Ag B SRAtON0n (A0S Wi

HOECLINE THE WIIVER . F IELECT T0 PAY THE SUBSCRIPTION FEE, 1AM STILL USTED AS A SSALL BUSNESS PURCHASING PROGRAN PARRCIPANT INTILILOGN 10

SWARTED AN LPOATE MY PROFLE.

e

Based on the information
you provided and attested
to, you will be presented
with an offer to accept the
Payment Waiver Terms &
Conditions.

Select the | ACCEPT
button.

Your Fee Waiver Period
begins. It remains in effect
for up to 365 days, unless
updated, which disqualifies
your business

OR

The SBPP Administrator
determines during an audit
of your records that your
company is not eligible

Select the | ACCEPT
button.
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This is proof of your

Payment Waiver. It gives

you details on your Fee

Waiver Account

Pamint Watvar Subscription Period. Print
this screen for your records.
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THES I VO SRR TR SLESSC RPN FEE WIER: PRINT I FOR YOUR RECORTFS BEFORE LEXVIN THES PRGE

12 It is the vendor’s
FEE WANER ALCOMT SIESIFFIINFERNO responsibility to renew their
it FamertBenegl e subscription. Renew
Subscription options are
i : available under the My
l ‘I - T30 Profile tab.

Select the Next button.

o) Oukck Tps..

Bt Gl Your Subscription is now
complete.

Confirmation
13 - - Select the Login to Start

: ; Using Comm-PASS link to
A :smm(’ go to your Desktop.
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Using your Desktop
Quick Links — provide you
access to opportunities,
draft responses, and
contracts you may be
participating in

Lesity i s Quick Links on the right —
provide access to
Solicitations, Contracts,
Forums, and email
notifications.

Quick Links on the left —
provide access to Quick

PR h
15 e ey Quote opportunites
S s y .
% Note: you may still use the
S searching feature to find

open opportunities for which

you may want to respond.

See the job aids:

e How to Search for an
Open Solicitation

e How to Search for an

N bed b dla Open Statewide
Contract Solicitation

Ogbs e How to Search for an

i D Open Free Form Quick

Quote
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